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MEANING  OF  WORDS  AND  PHRASES 


“  Appointing  Officer  ”  includes  all  appointing 
power  vested  in  an  individual,  a  group  or  a 
board,  and  assumes  authority  in  the  ap¬ 
pointing  power  to  remove  or  discharge  also. 

"  He  ”  —  Words  importing  the  masculine  shall  be 
understood  as  applying  to  the  feminine,  and 
words  in  the  singular  shall  be  understood 
as  applying  to  the  plural. 

“  The  Commission  ”  refers  to  the  State  Civil 
Service  Commission  of  Connecticut  unless 
otherwise  qualified. 

“  Public  Servants  ”  includes  all  public  officers 
and  employees  of  every  grade  in  either  the 
classified  or  the  exempt  service,  as  distin¬ 
guished  from  the  unclassified  service  and 
appointing  officers. 

“  Secretary  ”  refers  to  the  secretary  of  this 
commission. 

“  Position  ”  includes  all  offices,  posts,  positions 
and  employments. 

“  Promotion  ”  includes  all  changes  of  duty  in  any 
position  involving  greater  responsibility  and 
authority  over  other  persons,  and  all  increase 
of  salary  or  pay  beyond  the  limit  fixed  by  the 
rules  for  the  grade  or  class  in  which  such 
position  belongs. 
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;  Under  the  authority  of 

Chapter  232,  Acts  of  1913. 

Under  Sec.  3.  Exempt  positions  will  be  de¬ 
fined  as  promptly  as  possible  hereafter.  For  the 
present,  no  position  is  assumed  to  be  exempt. 

After  February  1,  1914,  any  appointing  officer 
who  deems  a  classified  position  under  him  should 
properly  be  in  the  exempt  class,  or  who  deems  an 
exempt  position  under  him  should  be  classified, 
may  make  application  in  writing  to  the  com¬ 
mission  for  such  exemption  or  classification. 
Any  public  servant  may  make  similar  application 
as  to  his  own  position.  The  commission  will 
then  order  such  notice  given  as  will  assure  a 
reasonable  opportunity  for  all  persons  favoring 
or  opposing  such  change,  to  be  heard  thereon. 

Noncompetitive  places  (See  Rules  under  Sec. 
12)  shall  be  filled  from  the  appointing  officer’s 
nomination  reported  to  the  commission,  and  the 
period  of  probation  shall  commence  when  and  if 
the  commission  reports  that  the  candidate 
satisfies  the  preliminary  requirements  for 
positions  in  that  class  or  grade  in  the  com¬ 
petitive  service. 

Under  Sec.  4.  Temporary  appointments  may 
be  made  in  any  case  where  an  unexpected 
vacancy  occurs,  after  the  secretary  shall  have 
notified  the  appointing  officer  that  no  certification 
•  can  be  made  to  fill  it. 
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Transfers  of  classified  public  servants  may  be 
made  from  one  department  to  another  by  filing 
with  the  commission  the  written  consent  of  the 
appointing  officer  transferring  such  persons,  and 
the  appointing  officer  accepting  the  transfer. 
Such  transfers  shall  not  be  made  between  differ¬ 
ent  classes  or  grades. 

Where  an  employee  is  temporarily  absent,  an 
employee  of  the  same  or  lower  grade  may  be 
detailed  to  perform  his  duty,  but  without  other 
pay  or  compensation  than  the  substitute  has  been 
receiving  in  his  regular  position.  No  employee 
of  a  higher  grade  shall  be  detailed  to  such  work 
for  more  than  ninety-six  hours,  unless  the 
appointing  officer  shall  report  such  detail,  with 
the  reasons  therefor,  to  the  commission. 

Under  Sec.  5.  If  any  department  or  institu¬ 
tion  shall  report  to  the  commission  that  it  has 
established  a  complete  system  of  testing  can¬ 
didates  for  entrance  to  any  particular  class  or 
grade  of  public  servants  for  that  department  or 
institution  only,  and  shall  describe  in  such  re¬ 
port  a  method  and  procedure  which  satisfies  the 
commission  that  such  test  is  public,  competitive, 
imposes  due  preliminary  limitations,  and  is  an 
adequate  test  for  the  position  named,  no  other  or 
further  test  will  be  required  by  the  commission. 
Notice  of  tests  held  under  such  system  must  be 
given  the  commission.  The  results  of  every 
test  held  under  such  system  (or  in  case  a  series 
of  tests  is  imposed,  the  result  of  the  series) 
must  be  certified  to  the  commission  by  the 
responsible  examiner.  Failure  to  carry  out  any 
such  system  of  testing  in  substantially  the  manner 
reported  to  the  commission  will  invalidate  any 
certifications  based  thereon. 

The  commission  will  from  time  to  time  super¬ 
vise  the  tests  held  under  such  system. 
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*  Under  Secs.  7  and  8.  Unless  otherwise  stated 
in  the  notice  of  test,  no  limitation  is  prescribed 
as  to  residence,  age  or  sex,  but  with  the  under¬ 
standing  that  the  applicant  if  successful  is 
prepared  to  reside  at  or  near  the  place  of  employ¬ 
ment.  Where  similar  positions  are  open  in 
different  parts  of  the  state,  the  applicant  may  in 
applying  enter  his  preference  for  one  or  the  other, 
and  may  refuse  to  be  considered  an  applicant 
for  a  distant  position.  When  preliminary  edu¬ 
cation  or  technical  training  is  required  other  than 
specified  in  the  classification,  warning  will  be 
given  in  the  notice  of  test. 

Where  .  physical  examination  is  specifically 
required  it  will  be  so  stated  in  the  notice  of 
test,  but  no  applicant  will  be  placed  or  kept  on 
any  eligible  list  who  is  not  ordinarily  able  to 
perform  the  duties  of  the  position  without  inter¬ 
ruptions  from  physical  disability  or  ill  health. 

Reference  to  persons  who  will  report  as  to  the 
applicant’s  character  and  ability,  will  be  required 
as  a  portion  of  every  application  for  test. 

Where  notice  of  dissolute  or  depraved  habits 
or  a  reputation  for  bad  moral  character  on  the 
part  of  any  applicant  comes  to  the  commission, 
it  will  make  independent  investigation,  and  if 
the  facts  warrant  will  refuse  to  place  or  retain 
the  applicant  on  any  eligible  list. 

The  Examiner,  with  the  approval  of  the  com¬ 
mission,  may  prescribe  such  other  preliminary 
requirements  for  eligibility  to  any  test  as  the 
character  of  the  position  may  make  advisable. 
Such  other  requirement  shall  be  stated  in  the 
notice  of  the  test. 

v  Re-examination  may  be  granted  in  case  of 
failure  to  pass  a  medical  or  physical  test,  but 
such  examination  shall  be  conducted  by  one 
examiner  for  the  commission,  one  for  the  appli¬ 
cant  and  one  whom  they  shall  select,  unless  the 
*  applicant  is  satisfied  to  be  re-examined  by  the 
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commission’s  examiner  alone.  The  expense  o* 
re-examination  shall  be  borne  by  the  applicant. 

Written  records  of  the  results  of  every  physical, 
medical  or  manual  test  must  be  made  and  filed 
in  the  same  manner  as  the  written  portion  of 
any  other  test. 

The  written  tests  of  successful  candidates  only, 
shall  be  retained  in  the  files  for  a  suitable  period. 
The  written  tests  of  unsuccessful  candidates  shall 
be  preserved,  subject  to  the  inspection  of  such 
candidate,  for  thirty  days,  after  which,  if  no 
question  as  to  the  correctness  of  the  rating  is 
raised,  they  may  be  destroyed. 

Under  Sec.  io.  Unless  otherwise  specified  in 
the  notice  of  test,  every  applicant  for  a  position 
paying  at  the  rate  of  $1,200  or  over  per  annum 
shall  pay  one  dollar  to  the  examiner  in  charge 
before  entering  the  test. 

When  more  than  ten  candidates  apply  for  test 
from  any  locality  other  than  that  stated  in  the 
notice  of  test,  the  commission  may  notify  them 
to  meet  at  some  more  convenient  point. 

Under  Sec.  ii.  Applicants  having  successfully 
passed  the  absolute  preliminary  requirements  and 
obtained  a  rating  of  not  less  than  70  per  cent,  of 
the  total  credit  allowed  to  each  subject  of  test 
will  be  placed  on  the  eligible  list.  Those  failing 
to  satisfy  the  preliminary  requirements,  or  to 
obtain  a  rating  of  70  or  over  on  each  subject, 
will  be  dropped. 

Notice  of  the  result  will  be  mailed  to  each 
applicant  after  the  list  is  completed. 

No  written  work  will  be  re-rated  except  upon, 
proof  of  an  error  which  specially  prejudiced  the 
applicant  and  was  beyond  his  control,  or  where 
the  commission  is  prepared  to  re-rate  every  ap¬ 
plicant  who  took  that  particular  test. 

The  commission  may  subdivide  a  general  eligi-  - 
ble  list  into  groups  of  those  candidates  standing 
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highest  in  the  particular  work  of  the  position  for 
which  certification  is  asked. 

Under  Secs.  12  and  13.  Notice  of  any 
yacancy  in  the  classified  service  must  be  given 
the  commission  in  writing  as  soon  as  the  appoint¬ 
ing  officer  knows  that  a  vacancy  exists  or  is  to 
occur. 

The  commission  will  forthwith  certify  three 
names  of  applicants  to  the  appointing  officer 
from  the  proper  eligible  list.  If  there  is  no 
proper  eligible  list  the  commission  will  at  once 
proceed  to  establish  a  suitable  list  and,  if  neces¬ 
sary,  will  allow  a  temporary  appointment.  If 
no  suitable  list  is  established  within  seventy-five 
days  after  the  commission  has  allowed  a  tem¬ 
porary  appointment,  the  commission  may  declare 
the  place  noncompetitive.  A  temporary  appoint¬ 
ment  shall  terminate  with  the  tenth  day  following 
the  certification  of  names  for  the  position,  unless 
the  appointing  officer  shall  sooner  terminate  it, 
or  the  commission  shall  extend  the  time  for 
termination.  But  when  any  position  involves 
fiduciary  responsibility,  the  appointing  officer  may 
require  the  appointee  to  furnish  a  suitable  bond 
before  the  appointment  is  made,  and  the  ten 
days  shall  run  from  the  filing  of  such  bond. 

The  commission  will  when  possible  certify 
three  names  with  their  addresses  for  each  vacancy, 
but  for  promotions,  if  less  than  three  applicants 
have  qualified  it  will  so  certify. 

Where  several  vacancies  occur  at  the  same 
time,  one  additional  name  with  its  address  will 
be  certified  for  each  additional  vacancy  as  far 
as  possible.  The  same  name  shall  not  be  certified 
more  than  three  times  to  any  one  appointing 
officer,  except  upon  his  special  request. 

When  a  candidate  has  been  on  an  eligible  list 
„  more  than  two  years,  or  has  been  certified  more 
than  three  times  and  to  three  different  depart- 
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ments  or  institutions  and  rejected  by  all,  the 
secretary  shall  call  the  commission’s  attention  to 
that  fact. 

An  emergency  list  shall  be  considered  as  a 
certification  of  the  three  highest  names  thereon, - 
only,  but  as  a  continuing  certification  of  such 
names  as  shall  stand  at  the  top  after  appoint¬ 
ments  are  duly  made. 

Emergency  lists  will  be  established  only  where 
the  appointing  officer  has  satisfied  the  commission 
that  such  method  of  appointment  is  a  necessity, 
and  the  commission  may  revoke  any  such  list  if 
its  establishment  shall  later  appear  not  strictly 
necessary. 

Certifications  shall  be  made  from  the  eligible 
lists  most  nearly  appropriate,  and  a  new  or 
separate  list  shall  be  created  only  when  there  is 
no  appropriate  list  existing. 

When  two  or  more  persons  obtain  the  same 
rating  their  relative  precedence  shall  be  deter¬ 
mined  by  lot,  except  in  cases  of  promotion,  where 
the  senior  in  service  shall  precede  the  junior. 


PROMOTION. 

Service  for  six  months  or  more  in  any  grade 
shall  add  three  per  cent,  promotion  credit,  ser¬ 
vice  for  one  year  or  more  shall  add  five  per 
cent,  credit,  service  for  two  years  or  more  shall 
add  seven  per  cent,  credit,  and  each  additional 
year  shall  add  one  per  cent,  credit  to  any  public 
servant  entering  a  test  for  promotion  to  the 
next  higher  grade,  until  such  credits  total  ten 
per  cent.  Thereafter  one  per  cent,  shall  be  added 
for  each  three  years  of  service  until  such  credits 
total  fifteen. 

Promotion  credits  may  be  given  one-half  the 
above  weights  where  the  applicant  seeks  to  enter 
a  different  grade  than  that  immediately  above 
the  grade  in  which  he  serves. 
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*  If  any  department,  office  or  institution  shall 
maintain  a  service  record  which  is  satisfactory  to 
the  commission,  additional  promotion  credit  will 
be  given,  based  on  such  record. 

•  Promotion  credit  shall  attach  only  to  positions 
in  the  same  department  or  institution  unless  the 
commission  shall  announce  otherwise. 

No  formal  or  comparative  rating  will  be 
required  for  promotion  in  the  following  cases : 

(1) .  When  the  promotion  is  a  mere  increase 
of  salary  without  any  change  whatsoever  in  the 
duties  of  the  person  promoted. 

(2) .  When  the  person  has  qualified  in  an 
open  competitive  test  which  in  the  opinion  of 
the  commission  involves  essentially  the  same 
abilities  as  the  position  to  which  promotion  is 
to  be  made. 

(3) .  Where  such  promotion  does  not  advance 
the  relative  position  of  the  public  servant  as 
compared  with  others  in  his  grade. 

(4) .  Where  a  fixed  rule  provides  for  a  stated 
increase  of  salary  automatically  after  a  certain 
term  of  service. 

Provided  that  where  an  eligible  list  has  been 
established  for  any  position,  persons  not  on  that 
eligible  list  shall  not  be  promoted  to  such 
position.  But  if  an  employee  in  the  department 
or  institution,  otherwise  eligible  for  such  pro¬ 
motion,  through  no  fault  of  his  own  failed  to 
enter  the  test  upon  which  such  eligible  list  was 
based,  the  commission  may,  in  its  discretion, 
either  give  him  a  severe  noncompetitive  test  or 
*  hold  a  new  competitive  test. 

Under  Sec.  14.  The  period  of  probation  shall 
ordinarily  be  sixty  days,  but  the  commission  may 
from  time  to  time  establish  longer  or  shorter 
»  periods  for  a  particular  list.  If  a  longer  or 
shorter  period  has  been  established,  the  appli- 
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cants  and  the  appointing  officer  will  both  b£ 
notified  thereof. 

A  candidate  dismissed  at  the  close  of  the 
period  of  probation,  without  other  cause  stated, 
or  dismissed  during  the  period  of  probation  for 
a  cause  which  affects  his  efficiency  in  the  specific 
position  but  not  necessarily  in  all  positions  in 
that  class,  or  grade,  will  be  reinstated  upon  the 
eligible  list  subject  to  re-certification  to  any 
position  not  affected  by  his  disqualification. 

Where  a  reduction  of  force  is  made  affecting 
two  or  more  probationers,  their  relative  right  to 
retention  shall  be  in  the  same  order  as  their  right 
to  original  appointment  or  promotion. 

Under  Sec.  16.  The  appointing  officer  may 
suspend  a  public  servant  pending  decision  as  to 
his  removal.  All  pay  and  allowances  shall  cease 
upon  suspension,  subject  to  further  action  if  the 
removal  is  disapproved  by  the  Commission. 

A  classified  public  servant  who  is  dismissed  be¬ 
cause  of  reduction  of  force  or  similar  reason  not 
affecting  his  efficiency,  will  be  reinstated  at  the 
head  of  the  eligible  list  from  which  he  was  ap¬ 
pointed. 

If  a  person  certified  as  eligible  shall  decline  to 
serve,  or  fail  to  report  promptly  upon  notification 
of  his  appointment,  his  name  shall  be  stricken 
from  the  eligible  list,  unless  he  shall  present  in 
writing  a  reason  which  is  satisfactory  to  the 
commission. 

Where  the  service  required  is  seasonal  or  for 
a  short  time  only,  there  shall  be  no  obligation 
of  acceptance,  and  an  appointee  upon  dismissal 
shall  be  returned  to  the  eligible  list  from  which 
he  was  appointed,  unless  he  has  in  the  mean¬ 
time  become  otherwise  disqualified. 

A  public  servant  who  has  resigned  from  the 
classified  service  may  make  application  for  re¬ 
instatement  to  the  same  position  from  which  he 
resigned,  if  it  is  open,  or  to  the  eligible  list 
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suitable  for  that  position,  and  if  his  record  shall 
be  wholly  satisfactory  to  the  commission,  may  be 
reinstated. 

Where  two  or  more  reinstatements  are  made 
•to  the  same  list  they  shall  stand  in  the  order  of 
their  last  complete  appointment. 

Under  Sec.  19.  The  commission  will  establish 
office  hours  during  which  the  files  and  records 
may  be  inspected  in  the  secretary’s  presence. 

Under  Sec  25.  Unless  complaint  of  padding 
of  the  service  is  made  to  the  commission,  no 
tests  will  be  required  of  public  servants  now 
in  the  classified  service. 

Printed  forms  will  be  furnished  by  the  com¬ 
mission  on  request. 

The  rules  will  be  amended  and  re-classifications 
made  from  time  to  time,  as  occasion  requires. 

The  present  classification  covers  actual  occu¬ 
pations  as  represented  in  the  State  Civil  Service 
December  1st,  1913. 


January  10,  1914. 


Charles  G.  Morris,  President, 
John  C.  Brinsmade, 

Henry  G.  Phelps, 


State  Civil  Service 
Commission. 


Edward  A.  Wright,  Chief  Examiner,  and  Secre¬ 
tary  to  the  Commission. 
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CLASSIFICATION 


OF 

PERSONS  IN  THE  EMPLOY 

OF  THE 

STATE  OF  CONNECTICUT 

DECEMBER  1ST,  I9I3 


Exempt  Class. 


(Exemptions  not  yet  made J 


Class  (1). 

Deputies;  also  including  all  public  servants  sub¬ 
ject  to  exemption,  but  not  in  fact  exempted: 


Executive  clerk 

Deputies  of  principal  executive  officers 
and  commissioners  ....  7 

Secretaries  of  boards  and  commissions  .  11 

Superintendents  and  wardens  of  institu¬ 
tions  .......  9 

Assistant  superintendents  and  deputies  .  8 

Superintendents  and  assistant  super- 
%  intendents  of  departments  .  .  .15 

Chief  clerks  and  private  secretaries  .  14 

Presidents  and  principals  of  schools, 
and  directors  of  schools  and  stations  .  11 

Special  agents  and  business  managers  .  5 

►  Librarian  ...... 
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Class  (2). 

Clerical ;  including  all  public  servants,  not  in  other 
classes,  whose  duties  involve  chiefly  literary, 
mathematical,  or  chirographical  skill : 

Grade  (a)  salary  $76  to  $150  per  month. 

(b)  salary  $51  to  $75  per  month. 

(c)  salary  $50  or  less  per  month. 

Sub-division  (A).  Book-keepers,  whose  duties 
consist  chiefly  or  largely  of  mathematical 
book-keeping : 

Grade  (a)  35,  grade  (b)  8,  grade  (c)  6. 

Sub-division  (B).  Record-keepers,  whose 
duties  consist  chiefly  or  largely  of  clerical  or 
copying  work,  messengers,  etc. : 

Grade  (a)  5,  grade  (b)  33,  grade  (c)  33. 

Sub-division  (C).  Stenographers,  whose 
duties  require  stenography: 

Grade  (a)  16,  grade  (b)  28,  grade  (c)  12. 

Sub-division  (D).  Library  assistants  and 
others  whose  duties  require  special  literary 
training : 

Grade  (a)  3,  grade  (b)  11,  grade  (c)  5. 

Parties  in  this  Class  may  of  course  unite  the 
requirements  of  several  sub-divisions,  and  in 
such  cases  persons  on  the  eligible  list  for  the 
principal  duty,  may  be  required  to  prove  their 
fitness  for  the  subordinate  duties  by  a  later 
test,  limited  to  those  already  eligible  for  the 
principal  duty. 

Class  (3). 

Professional ;  including  all  public  servants  whose 
duties  require  a  previous  training,  ordinarily 
received  subsequent  to  a  high  school  course, 
such  as  collegiate,  scientific,  or  highly 
technical : 
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,  Sub-division  (A).  Literary;  including  assist¬ 
ant  librarians,  expert  accountants  and  ex¬ 
pert  mathematicians,  teachers  in  state  schools 


and  institutions,  etc. : 

Assistant  librarians  ....  5 

*  Professors  in  schools  .  .  .  13 

Instructors  and  teachers  .  .  .  225 

Actuaries,  accountants  and  bookkeepers 
(over  $150  per  month)  ...  3 

Chaplains  ......  5 

Band-masters  and  musicians  ...  4 

Sub-division  (B).  Medical: 

Physicians  and  assistant  physicians : 

Grade  (a)  over  $75  per  month  .  12 

(b)  $75  or  less  per  month  .  4 

Pathologists  ......  2 

Pharmacists  .  .  .  .  .  .  2 

Veterinarians  .  .  .  .  .  1 7 

Bacteriologists  .....  3 


Chemists  ......  7 

Sub-division  (C).  Technical: 

Civil  engineers  and  Draughtsmen : 

(a)  Rodmen,  transitmen  and  assistants: 
Grade  (a)  over  $100  per  month. 

(b)  $76  to  $100  per  month. 

(c)  $75  or  less  per  month.  .  51 

(b)  Draughtsmen  and  assistants  not  in  (c) 

Grade  (a)  over  $100  per  month.  .  1 

(b)  $76  to  $100  per  month,  .  2 

(c)  $75  or  less  per  month.  .  2 

(c)  Engineers  and  surveyors  in  responsible 
charge  of  work,  designers,  and  chief 
draughtsmen  not  in  (b) 

Grade  (a)  over  $150  per  month  .  3 

(b)  $100  to  $150  per  month  .  11 

Botanists  ......  2 

Seed  testers  and  samplers  ...  2 

Entomologists  .....  4 

Ornithologist  ..... 

2 
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Sub-division  (D).  Husbandry  and  allied  arts:* 

State  •  Foresters  .....  2 

Florist . 

Farmers,  poultrymen  and  dairymen : 

Grade  (a)  over  $75  per  month  .  .  6k 

(b)  $75  or  less  per  month  .  11 


Class  (4). 

Artisans;  including  all  public  servants  whose 
duties  require  a  previous  training  in  skilled 
manual  occupations: 

Sub-division  (A).  Engine-room  forces: 
Engineers  and  assistant  engineers : 

Grade  (a)  $100  and  over  per  month  .  9 

(b)  less  than  $100  per  month  .  16 

Firemen  and  assistant  firemen : 

Grade  (a)  $75  and  over  per  month  5 
(b)  less  than  $75  per  month  22 

Sub-division  (B).  Joiners’  forces: 

Cabinet  makers,  carpenters  and  assistants : 

Grade  (a)  $75  and  over  .  .  .13 

(b)  less  than  $75  ...  8 

Sub-division  (C).  Painters’  forces: 

Painters  and  assistants : 

Grade  (a)  $75  and  over  ...  3 

(b)  less  than  $75  ...  8 

Sub-divkion  (D).  Plumbers’  forces: 

Grade  (a)  $75  and  over  . 

(b)  less  than  $75 

Plumbers,  Grade  (a)  1,  grade  (b)  1. 

Tinners,  Grade  (a)  o,  grade  (b)  1. 

Steam  fitters,  Grade  (a)  1,  grade  (b)  1. 
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9  Sub-division  (E).  Machinists’  forces: 

Machinists,  master  mechanics  and  electricians  : 

Grade  (a)  $75  and  over  ...  3 

(b)  less  than  $75  ...  2 

1  Sub-division  (F).  Masons’  forces: 

Masons  and  helpers: 

Grade  (a)  $75  and  over  ...  2 

(b)  less  than  $75  3 

Sub-division  (G).  Refectory  forces: 

Bakers,  chefs,  cooks,  commissaries 
and  stewards : 

Grade  (a)  over  $75  per  month 

(b)  $5 1  to  $75  per  month 

(c)  $50  or  less  per  month 
Dietitian  ...... 

Sub-division  (H).  Miscellaneous  trades, 
not  included  in  other  sub-divisions 

Barbers . 

Butchers  ..... 

Coachmen  and  chauffeurs 
Shoe-makers  ..... 
Seamstresses  and  tailors 

Class  (5). 

Custodians  of  persons  and  property: 

Sub-division  (A).  Care  of  grounds  and 
buildings : 

Assistant  superintendent  1 

Elevator  men,  janitors  and  doormen: 

Grade  (a)  over  $75  per  month  .  2 

(b)  $75  or  less  per  month  .  28 

Store-keepers : 

Grade  (a)  over  $75  per  month  .  1 

(b)  $75  or  less  per  month  .  8 


10^  tH  co  00 
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Foremen,  laborers,  gardeners  and  teamsters* 

Grade  (a)  over  $60  per  month  .  .  15 

(b)  $60  or  less  per  month  .  48 

Care-takers  of  special  departments : 

Grade  (a)  over  $60  per  month  .  5 

(b)  $60  or  less  per  month  .  1* 

Sub-division  (B).  Guards  and  watchmen: 
Guards,  turnkeys,  supervisors  and  watchmen: 

Grade  (a)  over  $85  per  month  .  23 

(b)  $85  or  less  per  month  .  53 

Guides,  Grade  (a)  1,  grade  (b)  1. 

Orderlies  and  ward  sergeants : 

Grade  (a)  over  $45  per  month  .  .  o 

(b)  $45  or  less  per  month  .  34 

Sub-division  (C).  Skilled  domestics: 

Grade  (a)  over  $45  per  month. 

(b)  $45  or  less  per  month. 
Managing  house-keepers,  Grade  (a)  5, 

grade  (b)  3- 

Laundry  forces,  Grade  (a)  o,  grade  (b)  25 
Kitchen  forces,  Grade  (a)  6,  grade  (b)  14 
Waiters  and  maids, 

Grade  (a)  over  $35  per  month  .  13 

(b)  $35  or  less  per  month  .  41 

Sub-division  (D).  Matrons  and  nurses: 
Matrons  and  foremen  of  cottages  and  rooms : 

Grade  (a)  over  $45  per  month  .  20 

(b)  $45  or  less  per  month  .  24 

Male  attendants  and  nurses : 

Grade  (a)  $45  and  over  per  month  .  94 

(b)  less  than  $45  per  month  .  81 

Female  attendants  and  nurses : 

Grade  (a)  $35  and  over  per  month  .  176 
(b)  less  than  $35  per  month  .  5i 


V 
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*  Class  (6). 

Inspectors  and  detached  agents ;  including  persons 
the  extent  of  whose  duties  and  activities  is 
wholly,  or  almost  wholly,  under  their  individual 


i  guidance  and  initiative : 

Charity  board  visitors  .... 
Compelling  agents  (schools)  .  .  34 

County  game  wardens  ....  8 

Factory  inspectors  ....  8 

Food  inspectors  .....  4 

Library  visitors  ..... 
Superintendents  of  employment  bureaus  5 

Supervising  agents  (schools)  .  .  34 


Supervisors  of  roads  .... 

State  police  ...... 

Oyster  police  ..... 

Inspectors  of  weights  and  measures 
Superintendents  of  state  hatcheries  and 
preserves  ......  6 

Noncompetitive  Class. 

Persons  customarily  employed  on  a  fee  system, 
not  more  than  one  hundred  and  fifty  days  in 
any  one  year,  regardless  of  the  fact  that  their 
duties  would  otherwise  bring  them  under  one 
of  the  five  classes  heretofore  named. 


Note  :  Where  maintenance  is  allowed  at 
institutions  and  schools,  in  addition  to  salary,  it 
is  estimated  at  the  rate  of  $15,  per  month,  and  is 
included  in  the  foregoing  salary  schedules. 

Salaries  graded  by  the  month  apply  to  salaries 
paid  for  shorter  or  longer  periods  pro  rata. 


* 


State  Civil  Service  Law 

Taking  effect  August  i,  1913. 


i 


♦ 
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Public  Acts  of  1913 
State  of  Connecticut. 

»  CHAPTER  232. 

An  Act  creating  a  State  Civil  Service 

Commission. 

Be  it  enacted  by  the  Senate  and  House  of 
Representatives  in  General  Assembly  convened: 

Section  i.  On  or  before  September  1,  1913, 
the  governor  shall  appoint  three  electors  as  civil 
service  commissioners  to  hold  office  from  Septem¬ 
ber  1,  1913,  one  for  two  years,  one  for  four 
years,  and  one  for  six  years,  and  until  their 
successors  are  appointed  and  qualified,  who  shall 
constitute  the  civil  service  commission.  The 
governor  shall  biennially  thereafter  appoint  a 
commissioner  to  serve  for  six  years  and  until 
his  successor  is  appointed  and  qualified.  Two 
commissioners  shall  constitute  a  quorum.  All 
appointments  to  said  commission,  both  original 
and  to  fill  vacancies,  shall  be  so  made  that  not 
more  than  two  members  shall,  at  the  time  of 
appointment,  be  members  of  the  same  political 
party.  Said  commissioners  shall  hold  no  public 
office  having  employees  classified  under  this  act. 
Each  commissioner  before  entering  upon  the 
duties  of  his  office  shall  take  the  oath  prescribed 
for  executive  officers. 

Sec.  2.  The  civil  service  of  the  state  shall  be 
» divided  into  the  unclassified  service,  the  exempt 
service,  and  the  classified  service.  The  unclassi¬ 
fied  service  shall  not  be  subject  to  any  of  the 
provisions  of  this  act,  and  shall  include  the  fol¬ 
lowing  classes :  All  officers  elected  by  popular 
}  vote ;  all  officers  appointed  by  the  governor,  with 
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or  without  the  advice  and  consent  of  either  or 
both  branches  of  the  legislature;  all  officers  and 
employees  appointed  by  either  or  both  branches 
of  the  legislature;  all  election  officers;  all  heads 
of  departments  cf  the  state  government,  a  mi 
members  of  commissions  and  boards  thereof ;  all 
officers  and  persons  in  the  militia;  the  legal 
assistants  of  the  law  department  of  the  state,  ap¬ 
pointees  of  the  courts,  and  judges  thereof;  all 
unskilled  or  common  laborers  or  domestics  em¬ 
ployed  and  paid  as  common  or  unskilled  laborers 
or  domestics. 

Sec  3.  The  commission  may  in  its  discretion 
exempt  from  test  and  competition  the  deputy 
or  first  assistant  of  a  principal  executive  officer 
authorized  by  law  to  act  generally  for  and  in 
place  of  his  principal;  one  secretary  or  clerk  of 
each  department,  board,  and  commission  author¬ 
ized  by  law  to  appoint  a  secretary  or  clerk;  one 
private  secretary,  clerk,  or  stenographer,  of  each 
judge  or  each  principal  executive  officer;  all 
officials  of  state  and  county  institutions  who  are 
required  to  be  physicians;  employees  of  special 
commissions  or  committees  of  the  general  assem¬ 
bly.  There  may  be  included  in  the  exempt  ser¬ 
vice  all  other  offices  or  positions  for  the  filling 
of  which  competitive  or  noncompetitive  tests  shall 
be  found  by  the  civil  service  commission  to  be 
impracticable.  No  office  or  position  shall  be  in 
the  exempt  service  unless  it  is  specifically  named 
in  the  rules,  and  the  reasons  for  making  each 
such  exemption  shall  be  stated  separately  in  the 
next  annual  report  of  said  commission.  Not 
more  than  one  appointment  shall  be  made  to  or 
under  the  title  of  any  such  office  or  position 
unless  a  different  number  is  specifically  mentioned 
in  the  rules.  After  six  months  from  the  date 
when  this  act  takes  effect  no  office  or  position  - 
shall  be  exempted  except  after  public  hearing  by 


27 


^the  commission.  Suitable  public  notice  of  such 
hearings  shall  be  given  by  said  commission.  Ap¬ 
pointments  in  the  exempt  service  may  be  made 
without  test. 

*  Sec.  4.  The  civil  service  commission  shall,  be¬ 
fore  January  1,  1914,  and  from  time  to  time  there¬ 
after,  classify  all  other  offices  and  places  of  em¬ 
ployment  in  the  state  service.  The  offices  and 
places  so  classified  by  the  commission  shall  con¬ 
stitute  the  classified  service  after  January  1,  1914. 
No  appointments  in  the  classified  service  shall  be 
made  except  in  accordance  with  the  provisions 
of  this  act.  Temporary  appointments  may  be 
made  in  cases  of  emergency,  but  no  permanent 
place  shall  be  filled  by  temporary  appointment 
more  than  seventy-five  days  in  any  year.  Said 
rules  shall  also  provide  for  transfers  in  the  same 
or  similar  classes  under  suitable  restrictions. 

Sec.  5.  The  purpose  of  this  act  is  to  provide 
means  for  selecting  and  promoting  every  official 
and  employee  in  the  classified  service  upon  the 
sole  basis  of  his  proven  ability  to  perform  the 
duties  of  his  office  or  employment  more  efficiently 
than  any  other  candidate  therefor,  and  the  civil 
service  commission  shall,  subject  to  the  approval 
of  the  governor,  make  rules  to  carry  out  such 
purpose,  and  from  time  to  time  amend  the  same, 
shall  investigate  the  enforcement  and  effect  of 
such  rules,  and  shall  have  the  -power  to  secure 
by  subpoena  the  attendance  and  testimony  of  wit¬ 
nesses  and  the  production  of  books  and  papers 
^  relevant  to  such  investigation. 

Sec.  6.  All  rules  made  as  herein  provided  and 
all  changes  therein  shall  forthwith  be  printed  for 
distribution  by  said  commission.  Said  commis- 
>  sion  shall  give  liberal  public  notice  of  the  place 
or  places  where  said  rules  may  be  obtained,  and 
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in  each  such  publication  shall  be  specified  the 
date,  not  less  than  ten  days  subsequent  to  the 
date  of  such  publication,  when  said  rules  or 
changes  therein  shall  take  effect.  The  rules 
affecting  any  test  shall  not  be  changed  after  thei 
publication  of  notice  of  such  test.  Copies  of  all 
rules  and  of  all  changes  therein,  duly  certified 
by  the  secretary  of  the  commission,  shall  be  de¬ 
posited  in  the  office  of  the  secretary  of  the  state 
and  with  the  clerk  of  the  superior  court  in  each 
county  within  ten  days  after  the  adoption  thereof, 
and  shall  be  filed,  preserved,  and  indexed  by  such 
depositaries. 

Sec.  7.  Every  applicant  for  an  office  or  em¬ 
ployment  in  said  classified  service,  except  those 
exempted  by  or  otherwise  provided  for  by  this 
act,  shall  be  subjected  to  a  test,  which  shall  be 
public  and  competitive,  subject  to  limitations 
specified  in  the  rules  of  the  commission  as  to 
residence,  age,  sex,  health,  habits,  and  moral 
character.  Such  tests  shall  be  practical  in  their 
character  and  shall  relate  to  those  matters  which 
will  fairly  disclose  the  relative  capacity  of  the 
persons  tested  to  discharge  the  duties  of  the 
positions  to  which  they  seek  to  be  appointed,  and 
may  include  tests  of  mental  qualification,  of  phy¬ 
sical  qualification  and  health,  and,  when  appro¬ 
priate,  of  manual  or  technical  skill.  No  question 
in  any  test  shall  relate  to  political  or  religious 
opinions  or  affiliations. 

Sec.  8.  The  commission  may  refuse  to  certify 
an  applicant  who  is  found  to  lack  any  preliminary  4 
requirement  established  by  its  rules  for  the  test 
or  position  for  which  he  applies,  or  who  is  found 
physically  unfit  to  perform  the  duties  attaching 
to  such  position,  or  who  is  addicted  to  the  use  of 
intoxicating  beverages  to  excess,  or  who  has  been  j 
found  guilty  of  a  crime,  or  whose  conduct  is  in- 
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famous  or  notoriously  disgraceful,  or  who  has 
within  two  years  been  dismissed  from  the  public 
service  for  delinquency  or  misconduct,  or  who 
has  intentionally  made  a  false  statement  of  any 
material  fact,  or  practiced  or  attempted  to  prac¬ 
tice  any  deception  or  fraud  in  his  application,  or 
in  his  test,  or  in  securing  his  eligibility  to  appoint¬ 
ment. 

Sec.  9.  The  commission  shall  control  all  tests 
and  may.,  whenever  a  test  is  to  be  made,  desig¬ 
nate  a  suitable  number  of  persons  to  be  examiners. 
It  shall  be  the  duty  of  such  examiners  to  conduct 
such  test  as  the  commission  may  direct,  and  to 
make  return  or  report  thereof  to  said  commis¬ 
sion.  The  commissioners  may  themselves  at  any 
time  act  as  such  examiners  and  shall  verify  the 
correctness  of  each  rating  made  by  other  exam¬ 
iners.  Every  official  having  charge  of  a  public 
building  shall  assist  the  commission  by  providing 
all  reasonable  accommodations  for  the  purpose 
of  any  such  test  and  the  use  of  such  room  or 
rooms  as  may  be  necessary  and  proper  therefor. 

Sec.  10.  Notice  of  the  time,  place,  and  general 
scope  of  every  test  shall  be  given  by  the  com¬ 
mission  by  ample  publication  at  least  once  a  week 
for  three  weeks  preceding  such  test,  in  one  or 
more  daily  newspapers  of  general  circulation,  ex¬ 
cept  in  the  case  of  promotion  tests  where  ample 
public  notice  shall  be  given,  and  such  notice  shall 
be  posted  by  said  commission  in  a  conspicuous 
place  in  its  office  for  three  weeks  before  such 
»  test.  Such  further  written  or  printed  notice  of 
tests  may  be  given  as  the  commission  shall  pre¬ 
scribe.  Application  for  test  shall  be  made  in 
writing  to  the  commission,  on  a  form  prescribed 
by  it,  not  less  than  forty-eight  hours  before  the 
*  test  is  to  take  place.  The  commission  may. by  its 
rules  require  every  applicant  for  certification  to 
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any  specified  grade,  except  unskilled  laborers  and 
domestics,  to  pay  the  sum  of  one  dollar  to  be 
placed  to  the  credit  of  a  special  fund  for  defray¬ 
ing  the  expenses  incurred  hereunder.  The  com¬ 
mission  shall  account  for  all  such  fees  to  thf 
state  treasurer. 

Sec.  ii.  The  commission  shall  from  the  re¬ 
turns  or  reports  of  the  tests  prepare  a  register 
or  eligible  list  for  each  grade  or  class  of  positions 
in  the  classified  service,  of  the  persons  who  at¬ 
tain  such  minimum  mark  as  may  be  fixed  by  the 
rules  of  said  commission,  and  who  are  otherwise 
eligible;  and  such  persons  shall  take ^ rank  as 
candidates  upon  the  register  or  list  in  the  order 
of  their  rating  as  determined  by  test,  without 
reference  to  priority  of  time  of  tests. 

Sec.  12.  The  commission  shall  by  its  rules 
provide  for  promotions  in  such  classified  service 
on  a  basis  of  ascertained  merit  in  service, 
seniority  in  service,  and  special  test.  Said  com¬ 
mission  shall  submit  to  the  appointing  officer  or 
board  for  each  promotion  the  names  of  not  more 
than  three  applicants  having  the  highest  rating  on 
the  above  basis,  one  of  whom  shall  be  appointed 
by  him.  The  method  of  testing  and  the  rules 
governing  the  same,  and  the  method  of  certifying 
shall,  so  far  as  possible,  be  the  same  as  provided 
for  applicants  for  original  appointment 

Sec.  13.  The  appointing  officer  or  board  under 
whom  a  position  classified  under  this  act  is  to  be 
filled  shall  notify  the  commission  of  the  vacancy, 
and  the  commission  shall  certify  to  him  the  names 
and  addresses  of  a  limited  number  of  candidates, 
as  provided  in  its  rules,  who  stand  highest  upon 
the  register  for  the  class  or  grade  in  which  such 
position  belongs,  and  the  appointing  officer  or  j 
board  shall  select  one  of  the  persons  so  certified. 
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After  a  candidate  has  been  certified  three  times 
by  the  commission  and  has  not  been  accepted,  the 
name  of  such  candidate  may  be  stricken  from  the 
register.  Emergency  lists  of  persons  who  have 

fassed  the  required  test  may  be  maintained  for 
ny  grade  or  class  where  the  numbers  employed 
vary  so  greatly  at  short  intervals  of  time  that 
certification  after  notice  would  be  impracticable, 
and  such  list  may  stand  as  a  call  list  for  positions 
in  that  grade  or  class  only.  No  appointment  from 
an  emergency  list,  except  from  the  persons  hav¬ 
ing  the  highest  rating  thereon  and  eligible  to 
permanent  appointment,  shall  stand  for  more  than 
sixty  days  or  be  subject  to  renewal  within  fifteen 
days  thereafter. 

Sec.  14.  The  appointing  officer  or  board  shall 
notify  the  commission  of  each  position  to  be 
filled  separately  and  shall  fill  such  place  by  ap¬ 
pointment  of  one  of  the  persons  certified  to  him 
by  the  commission  therefor.  Appointments  shall 
be  on  probation  for  a  period  to  be  fixed  by  the 
rules  of  the  commission.  At  the  expiration  of 
the  period  of  probation  the  appointing  officer  may 
discharge  a  candidate  at  will  but  if  he  is  not  then 
discharged  the  appointment  shall  be  complete.  The 
commission  may  strike  from  any  eligible  list  the 
name  of  any  candidate  which  has  remained  there¬ 
on  more  than  two  years.  After  one-third  of  an 
eligible  list  has  been  drawn  the  commission  may 
hold  another  examination  to  obtain  a  new  list. 
Whenever  the  list  of  persons  tested  and  eligible 
'for  original  appointment  for  any  position  in  the 
classified  service  shall  be  less  than  five,  the  com- 
►  mission  shall  hold  a  test  for  such  position,  pro¬ 
vided  the  position  is  such  that  more  than  three 
appointments  are  ordinarily  made  to  it,  or  to 
other  positions  in  the  same  class,  each  year.  Per¬ 
sons  remaining  on  the  eligible  list  may  retain 
their  rating,  or,  at  their  option,  may  enter  the 
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test  and  obtain  a  new  rating  which  shall  super¬ 
sede  their  former  rating.  • 

Sec.  15.  Inmates  of  institutions  where  the  em¬ 
ployees  are  in  the  classified  civil  service  may 
assigned  by  the  lawful  authorities  thereof,  withou. 
test  or  registration,  to  such  minor  duties  in  their 
respective  institutions  as  they  are  fitted  to  per¬ 
form. 

Sec.  16.  No  officer  or  employee  in  the  classi¬ 
fied  civil  service  shall  be  removed,  discharged, 
or  reduced  in  rank  or  pay  because  of  religious  or 
political  opinion  or  affiliation.  No  removal  from 
the  classified  civil  service  shall  be  made  by  any 
appointing  officer  or  board,  except  at  the  expira¬ 
tion  of  the  period  of  probation,  except  for  rea¬ 
sons  given,  in  writing,  to  the  commission,  and  a 
copy  of  such  reasons  shall  be  given  to  the  person 
removed.  Such  person  may  thereupon  file  with 
the  commission,  in  writing,  any  proper  answer 
to  such  reasons,  and  shall  not  be  removed  unless 
the  commission  approves  such  removal.  A  copy 
of  such  reasons  and  answer  and  of  the  order  of 
removal  shall  be  made  a  part  of  the  records  of 
the  commission  and  of  the  proper  department 
or  office,  and  the  reasons  for  any  change  in  rank 
or  compensation  within  the  classified  service  shall 
be  made  a  part  of  the  records  of  the  commission 
and  of  the  proper  department  or  office.  Nothing 
contained  in  this  act  shall  be  construed  to  require 
the  examination  of  witnesses  or  any  trial  or  hear¬ 
ing  before  or  after  reduction  or  removal. 

Sec.  17.  Immediate  notice  in  writing  shall  be  ^ 
given  by  the  appointing  officer  or  board  to  the 
commission,  of  all  appointments,  permanent  or 
temporary,  made  in  the  classified  civil  service  and 
of  all  transfers,  promotions,  resignations,  or 
vacancies  in  such  service  and  of  the  date  thereof,  j 
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}  When  any  office  or  place  of  employment  is  created 
or  abolished,  or  the  compensation  attached  there¬ 
to  altered,  otherwise  than  by  statute,  the  officer 
or  board  making  such  change  shall  immediately 
.report  it  in  writing  to  the  commission.  The 
^commission  shall  keep  a  roster  of  all  persons  in 
the  classified  civil  service. 

Sec.  18.  The  commission  shall  make  an  ^annual 
report  to  the  governor.  The  governor  may  re¬ 
quire  a  special  report  concerning  any  matter  with¬ 
in  the  province  of  the  commission  at  any  other 
time. 

Sec.  19.  The  commission  shall  select  one  of  its 
members  as  president  and  shall,  after  holding  a 
competitive  test  therefor,  employ  a  chief  exam¬ 
iner  whose  duty  it  shall  be,  under  the  direction 
of  the  commission,  to  superintend  tests.  The 
chief  examiner  shall  be  ex  officio  secretary  of 
the  commission,  and  shall,  under  the  direction 
of  the  commission,  keep  the  minutes  of  all  its 
proceedings,  preserve  all  reports  made  to  it,  keep 
a  record  and  index  of  all  tests  held  under  its 
direction,  and  perform  such  other  like  duties  as 
the  commission  shall  prescribe.  The  files  and 
records  of  the  commission  shall  be  open  to  in¬ 
spection  by  the  public  at  all  reasonable  hours. 

Sec.  20.  The  comptroller  shall  provide  suitable 
rooms  for  the  commission  in  Hartford.  The 
commission  shall  have  power  to  employ  such 
servants  and  agents  as  may  be  required  here¬ 
under  and  fix  their  compensation,  including  a 
k  chief  examiner  at  a  salary  not  to  exceed  eighteen 
hundred  dollars  per  annum.  The  commission 
may  also  incur  necessary  expenses  for  travel, 
clerk  hire,  printing,  stationery,  and  other  inci¬ 
dental  expenses,  not  exceeding  five  thousand  dol¬ 
lars  in  any  year. 
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Sec.  21.  No  person  shall  by  himself  or  in  co^ 
operation  with  one  or  more  persons  wilfully  or 
corruptly  defeat,  deceive,  or  obstruct  any  person 
in  respect  to  his  or  her  right  of  test  under  the 
provisions  of  this  act,  or  falsely  mark,  grade 
estimate,  or  report  upon  the  test  or  standing  of 
any  person  tested  hereunder,  or  aid  in  so  doing 
or  furnish  to  any  person  except  in  answer  to 
inquiries  of  the  commission  any  special  informa¬ 
tion  for  the  purpose  of  either  improving  or  in¬ 
juring  the  rating  of  any  person  so  tested,  or  to  be 
tested,  or  the  prospects  of  any  such  person  for 
appointment,  employment,  or  promotion. 

Sec.  22.  No  person  shall  solicit,  orally  or  by 
letter,  or  be  in  any  manner  concerned  in  solicit¬ 
ing  any  assessment,  subscription,  or  contribution 
from  any  member  of  the  classified  civil  service 
for  any  party  or  political  purpose  or  organiza¬ 
tion.  No  applicant  for  appointment  or  promotion 
in  such  classified  civil  service  shall,  either  directly 
or  indirectly,  pay  or  promise  to  pay  any  money  or 
other  valuable  thing  to  any  person,  or  ask  for 
or  receive  any  recommendation  or  assistance  from 
any  officer  or  employee  in  said  service  or  from 
any  person,  upon  the  consideration  of  any  polit¬ 
ical  service  to  be  rendered  to  or  for  such  person, 
or  for  the  appointment  or  promotion  of  such  per¬ 
son  to  any  office  or  employment,  or  as  a  reward 
for  such  political  service,  appointment,  or 
promotion. 

Sec.  23.  Any  person  who  shall  wilfully  or 
through  culpable  negligence,  violate  any  of  the 
provisions  of  this  act,  or  any  rule  promulgated  in  4 
accordance  with  the  provisions  hereof,  provided 
the  commission  may,  by  unanimous  vote,  justify 
a  mere  technical  violation,  shall  be  fined  not  less 
than  the  amount  of  one  month’s  salary  of  the 
office  or  position  or  offices  or  positions  affected  by  * 
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*uch  violation  nor  more  than  two  years’  salary 
Thereof,  and  shall  forfeit  such  office  or  position, 
or,  in  case  no  office  or  position  is  directly  affected, 
shall  be  fined  not  less  than  fifty  dollars  nor  more 
than  one  thousand  dollars,  or  imprisoned  not 
*nore  than  six  months,  or  both. 

Sec.  24.  Prosecutions  for  violations  of  this 
act  may  be  instituted  by  the  state’s  attorney  for 
the  county  in  which  the  offense  is  alleged  to  have 
been  committed,  and  shall  be  instituted  by  such 
state’s  attorney  upon  proper  complaint  of  any 
of  the  civil  service  commissioners. 

Sec.  25.  The  commission  may  require  of  all 
officers  or  employees  affected  by  the  provisions 
of  this  act  who  have  been  in  the  civil  service  of 
the  state  less  than  six  months  preceding  the  day 
on  which  the  rules  shall  take  effect,  a  noncompeti¬ 
tive  test  as  a  condition  of  continuing  therein  more 
than  six  months  after  this  act  takes  effect.  Rea¬ 
sonable  notice  of  this  test  shall  be  given  to  such 
officers  and  employees.  No  test  shall  be  required 
of  persons  who  have  been  in  the  civil  service 
more  than  six  months. 

Approved,  June  6,  1913. 
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